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Museum Procedures Manual 
for PastPerfect Collections Database 


Additional Museum Resources Referred to in the 
Manual: 


The Concise AACR2, 4° edition (AACR2) -- book 


Describing Archives: A Content Standard (DACS) 
— book 


Library of Congress Authorities file - online link 
provided in PastPerfect Library Catalog at bottom 
of screen 


PastPerfect: 
PastPerfect User’s Guide — book 
PastPerfect help-topics index — in the 
database (press F1 or use Question Mark 
button) 
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Accession Screen 


Accession#: The accession number consists of the year of 
accession (4 digits) and the numerical order in which the 
accession was received in that year. 
Example: 2006.1 first accession in the year 2006 
2006.2 second accession in the year 2006 


Object ID: The object ID consists of the accession number 
and, if needed, an extension to the accession number (e.g., 
more than one object in an accession and each will be 
identified separately). 
Example: 2006.1.1 first object in accession 2006.1 
2006.1.2 second object in accession 2006.1 
2018.27.4.1-11 book consisting of 11 
volumes (but note that Talking Book recordings have been 
consistently numbered with letter extensions (e.g., 
2019.1.2a-d and decision was made to keep that numbering 
the same) 


Lowercase letters may be added for components of an item. 
Example: 2006.1la one sound disc in a set of 2 
2006.1b second sound disc in a set of 2 
2006.3.la_ first component of first object 


accession 2006.3 
2006.3.1b second component of first 
object in 
accession 2006.3 
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Object IDs may be entered on one line if the components are 
not going to be cataloged in separate records. 
Example: 2006.la-c a talking book with 3 sound discs 


Basic Description of Accession: List the number (amount) 
of items/objects in an accession followed by a brief 
description. Not necessary to list extended accession 
numbers if the items/objects in an accession will each have 
an individual catalog record. 
Example: 1 book in 2 volumes 

1 letter 

1 wooden chair 

3 boxes of records 


Accessioned Date: Use MM/DD/YYYY 


Received As: Select from authority file. Use “Gift” for 
donations and “APH Transfer” for transfers within the 
company. 


Credit Line: Include accession number at end of credit line, 
but not an extended object ID. 

Examples: APH Collection, 2006.14 [for objects/artifacts 
transferred or obtained 
within APH] 

APH Archives, 2007.6 
Museum Purchase, 2003.78 
Loan from Perkins School for the Blind, 
2006.5 
Gift of Susan Jones, 2006.1 enter 2-part 
accession 
number 


Not Gift of Susan Jones, 2006.1.2 


For APH transfers of objects/artifacts, use APH Collection plus 
the accession number in the credit line. For APH archival 
material, use APH Archives plus the accession number. For 
Education Collection, use Education Collection plus ED 
accession number. 
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Notes: Use the accession notes field to list items in the 
accession file and other information related to the accession. 
Provenance info should go in Provenance field. 
Example: Deed-of-Gift form and thank you letter to 
donor in 
accession file. Photocopy of t.p. in accession 
file. 


Catalog Screen 
Collection/Object Name/Category & Subcategory 


Collection: Select the appropriate collection from the 
catalog authority file. 


Example: APH Collection Objects made at/by 
APH that 
were acquired 
through APH. 
RG 04: APH Board of Trustees Archival records 
acquired 


from a specific 
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Record 
Group in APH 
KSB Collection Items donated by 
the 
Kentucky School 
for the 
Blind. 


Note: an object made at APH but acquired from an outside 
source is not 

part of the APH Collection. 

Record Group numbers should be noted on the container of 
the records 

for storage. 


Consult museum director/registrar before adding to the 
record groups or collection authority files. Not all accessions 
belong to a record group or to a collection. 


Object Name: Always enter an object name. Select from 
the catalog authority file. May need to check the authority 
file in a specific catalog (i.e., Archives, Library, Object, 
Photos). For a collection of business materials in the archives 
catalog, select “Records.” 


Category/Subcategory: Select from the catalog authority 


file. Consult The Revised Nomenclature for Museum 
Cataloging, if needed. 


Catalog Screen 
Artist/Creator/Author 


Artist/Creator/Author: 
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Enter name in order of last, first, and middle. Do not insert a 
space between initials. Consult LC Authorities file, if needed. 
Example: Smith, Jennifer 
Gissoni, Fred L. 
Jones, K.F. 


Dates of birth and death may be added, if readily available. 
Supply for noted individuals in the blindness field, if possible. 
Example: Keller, Helen, 1880-1968 
Smith, Jenna, 1965- 


Corporate names should be entered in direct order. Check LC 
Authorities file if needed. 
Example: American Printing House for the Blind (Louisville, 
Ky.) 
University of Kentucky 
Midwest Regional Center for the Deaf 


Enter subordinate components (division, department, etc.) 
after the corporate or government name, unless the 
subordinate component has an individualizing name. See 
Concise AACR2. Follow the corporate or government name 
with a period and space, before entering subordinate 
component. Department should be abbreviated. 

Example: American Printing House for the Blind 
(Louisville, 

Ky.). Communications Dept. 
Example: Kentucky. Dept. of Education 


More than one author and/or responsible creator: 
Use Author Added Entries field for additional names, if 
needed. Role may be added after the name (and dates, if 
included), if necessary. Enter each author on a separate line. 

Example: Fiddle, Jennie, editor 
Holmes, Brandon, compiler 
Smith-Jones, Caitlin, 1955- , illustrator 
Note: talking book narrators are listed in the Summary field 
of the Library Catalog. See “Summary” section in this 
manual. 
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Archives—the creator is the department/person/entity 
responsible for the collection (if a group of materials are 
received). This may differ from the creator of a single item 
within a collection. List the correct creator for the level of the 
catalog record (i.e., fonds/collection, series, folder, item). 
Select from the catalog authority file. 

***This list came pre-filled and should be cleaned up and 
developed for our needs. 
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Catalog Screen 
Title/Format (GMD)/Title Added Entries 


Title: 

Books and other published material—use the title as 
found on the title page. Use standard capitalization (note: 
this differs from AACR2). 

Example: Stories of Children from Around the World 


If a title has to be supplied (e.g., t.p. is missing) it 
should be bracketed. Explanation in the 
summary/description field may be needed. 


Subtitles: Use “Other Title” field. (due to length of field) 
Other Titles: enter in Summary field. 


Objects—enter the formal name of the object (if 
known), using standard capitalization of proper names. For 
generic/supplied names, capitalize the first word and any 
proper noun in the object name. Do not use brackets for 
generic/supplied object names. 

Example: Lavender Braillewriter formal name 


Braille slate common name 
Horse puzzle common name 
Derby Winner formal name of a horse 
puzzle 
Brown Slate formal name of a 


specific slate 


Archives—most archival records will need a supplied 
title that identifies the creator and the nature of the 
materials. Do not use brackets with a supplied title in 
archives. Capitalize the first word and proper nouns. Keep 
the title brief. A shortened form of the creator may be used if 
entered fully in the Creator field. 

Example: Kentucky School for the Blind records 
Huntoon family papers 
Helen Keller letter to Anne Sullivan 
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Letter of Otis Patten 
Communications Department records 


If the archival material has a formal title, it should be used 
with standard capitalization. 


Photos—use a formal title if available; otherwise, provide a 
title. Do not use brackets. Use standard capitalization in 
formal titles. For supplied titles, capitalize the first word and 
proper nouns. 


Format/GMD (general material designation): 
In general, objects will not need a format/GMD in the title 
field, because the generic object name has already been 
provided in the Object Name field. However, always include 
a format/GMD in the title field for books and other materials 
that are printed in formats other than standard print (i.e. 
large print, New York point, Boston line letter, etc.), also for 
sound recordings, and for any objects not sufficiently 
identified by Object Name. Use the Format Custom field to 
select from the authority file. You will also need to copy 
the selection and paste it into the Title field (at the end of 
the main title, with a space between) and, then, add 
brackets around it. 
Example: Adventures of Huckleberry Finn [Sound recording] tit/e 

field 

Adventures of Huckleberry Finn [Braille] title 


field 
Adventures of Huckleberry Finn [Text (large print) ] 
title field 
Example: Sound recording in Format Custom Field 
Braille in Format Custom Field 
Text (large print) in Format Custom Field 
Computer file in Format Custom Field; not 


a sound 

recording disc 
For print/braille materials, list only the braille format in GMD, 
but include print/braille in description. 
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Title Added Entries: PastPerfect recommends that 
subtitles be placed in the Title Added Entries field. Our 
subtitles were placed in that field during conversion. 


Example: 
Running title: Quota Registrants. Example comes from 
accession 2006.1 and is in the Summary Field 


Catalog Screen 
Publisher/Made (Maker) 
Pub Place/PI of Origin 


Publisher (Library Catalog): 

Standard print materials (not accessible format)— 
choose from catalog authority list (needs to be developed; 
check with museum staff for selecting standardized form) or 
enter as found on material. Use standard capitalization and 
brief form (e.g., omit “Company” and “Inc.” if not necessary 
to distinguish the publisher from another). 

Example: Little, Brown 
American Printing House for the Blind 


If the publisher is unknown, enter the word “unknown” in 
brackets (differs from AACR2 use of s.n.). 
Example: [unknown] = publisher not known 


Accessible printed/embossed materials—for books 
and other materials printed or embossed in accessible 
formats (i.e., braille, Moon, Large type, etc.), enter the name 
of the standard print publisher in the Publisher field, 
preceded by the phrase “reproduced from” in brackets. 

Example: [reproduced from] Little, Brown in 
Publisher field 


Enter the accessible format producer (transcribing/printing 
agency) in the Printed By custom field. 
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Example: American Printing House for the Blind 
in Printed By field (for a braille book transcribed/printed by 
APH from the Little, Brown publication) 


If there is no reproduction of a standard print item (only 
available, for example, in braille) then the accessible format 
agency should be listed in the Publisher field. 


Sound recordings—a talking book is considered a 
different media and the agency/company responsible for its 
being published is listed in the publisher field, with the print 
publisher noted in the Summary field. Also, there is a 
Recorded By custom field for an agency/company that 
records the material for a publishing agency/company. If the 
publisher/recording agency is not known, enter “unknown” in 
brackets in these fields. 


Example: National Library Service for the Blind and 
Physically 
Handicapped, Library of Congress in publisher 


field for 

a recording 
made 

possible by 
NLS 


Example: American Printing House for the Blind in Recorded 
By 


custom 
field for 

a recording 
made 

at APH for 
NLS 


Note: in a few cases, a book may have been recorded at one 
agency (e.g., American Foundation for the Blind) and then 
sent to another agency to be produced in vinyl or cassette 
(e.g., American Printing House for the Blind). A Manufactured 
By custom field is available, if needed, for the additional role. 
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***Note both custom fields (recorded by and manufactured 
by) were completed for sound recordings, even if the 
agency/company was the same in both. May want to delete 
repetitive entries. 


Made (Objects Catalog): Enter the maker/manufacturer of 
the object. Select from the authority list or enter as found on 
object. If maker is unknown, enter “unknown” in brackets. 


Example: American Printing House for the Blind s/ate made 
at APH 


Example: [Royal National Institute for the Blind] maker 
known but 
not 
identified on 
object 
Example: [unknown] maker not identified or known 


Pub Place (Library Catalog) or Pl of Origin (Objects 
Catalog): Enter a selection from the authority file. Fora 
major city, such as New York or London, only the city name 
is needed. For other cities include the state abbreviation 
(use postal code abbrev. such as Louisville, KY) or the full 
country name (for foreign cities that are not well known). 


Catalog Screen 
Date/Year Range 


Date: Enter year or circa year of manufacture, publication, 
or creation. (Put month/day portion of dates in Summary, 
Description, or Scope/Content fields). 
Example: 1979 actual publication date 
ca. 1979 circa date; note: ca. in front of 
year, 
no brackets 


Updated 2/9/2024 


[1982] supplied date in brackets 

[after 1982] supplied approximate year in 
brackets 

[1980s] supplied approximate decade 
Note: copy prints of photos - enter date of the original 
photograph from which the copy print was made in date 
field, and the date of copy print in description. 


Use Year/Range field if needed. Don’t use brackets. 
Example: 1920 thru 1950 


Archives also has Dates of Creation and Dates of 
Accumulation fields. Complete as needed. Add a bulk date, 
in parentheses, in Dates of Creation field, if needed to show 
majority of materials are of a certain range. 
Example: 1940-1970 (bulk 1940-1950) bulk of 

materials date 

from 1940- 
1950 


Catalog Screen 
Physical Description/Dimensions/Extent 
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Physical Description/Dimensions/Extent: 


Library Catalog (Physical Description)—Use AACR2 
style for items entered in the Library Catalog. In the Physical 
Description field, include the extent of the material (e.g., 
volumes or page/leaves) in a published item, indicate if it 
has illustrations (note: tables are not considered 
illustrations), and the dimensions in inches (h x w x d). Enter 
only main pagination. This information should be for the 
complete publication, not for the museum holdings (missing 
volumes should be listed in notes). Note punctuation in 
examples below; consult AACR2. Information about grade 1 
or grade 2 braille (uncontracted or contracted) and 
interpoint can go in description/summary/scope & content 
fields. 

(***Need to cleanup physical description in database. In 
Star only dimensions were entered in physical decscription 
field for print or embossed items with other info in 
Summary/Description fields. Also need to add “raised type” 
to raised letter, not point, books). 


Examples: 192 p. main pagination in standard 
print 
material, not xi, 192 p. 
aN. three volumes in 
standard print 
3 v. (221 p.) include total pages in 
addition to 


v., If Known 
lv. (unpaged) no page numbers and not 
counted 
[15] p. counted, but not 
numbered, in 
brackets 


2v.(115 p.) of braille braille book in two 
volumes 
& total pages 
53 p. of braille braille book in 1 v. 
2 v. (145 p.) of braille 
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25 p. of New York point 
18 p. of raised type raised /etters (not 


dots) 
1 v. (1 issue) of raised type ; 9 x 11.5 in. 
Vol. 3, no. 6 (single periodical issue/raised 
letter type appears in custom field 
and title 
field, in this case Kneass combined 
letter) 


**Designate the type of point (braille or NY point systems in 
Phys. Description). 


Include illustrations and dimensions of printed/embossed 
items. Note spacing of punctuation (AACR2): 
Examples: 3-v. of braille : tactile graphics ; 11 x 11 x 3 in. 


193 p.: ill. (some col.); 11x8%x2in. has 
some color 


illustrations 

193 p.: col. ill.; 11x 8x %% in. all color 
illustrations 

193 p.:ill.; 7 x5in. no color 
illustrations 

24 p.; 10 x 8 in. no 
illustrations 


Include extent and length/time of recordings, type of 
recording, channels/rpm, if info is available. Note spacing 
between punctuation (AACR2). For phonograph talking 
books, provide diameter and material (rigid vinyl! or flexible 
plastic). 
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Example: 2 sound cassettes (120 minutes) : analog, 15/16 
ips, 
4 track, mono talking book audiocassettes 


Example: 3 sound discs : analog, 33 1/3 rpm, stereo 
for phonograph records 


Example: 5 sound discs: flexible plastic, 10 in. diameter, 8 
1/3 rpm 

for flexible talking book 
phonograph 

records 


Example: 2 sound discs: rigid vinyl, 12 in. diameter, 33 1/3 
rpm 

for rigid talking book phonograph 
records 


Example: 1 sound disc: digital ; 4 3/4 in. computer sound 
disc, make note in Summary field that this is a compact disc 


Example: 1 computer disc : 4 3/4 in. computer file (not 
sound disc) 


Example: 1computer disk: 31/2 in. computer diskette 


Example: 1 video disc (DVD) (ca. 6 minutes) : sd., col. ; 4 
3/4 in. 
[indicate sound (sd.) or no sound (sl.) for videorecordings] 
Example: 1 film reel (3 min., 23 sec.) : sd. ; 16 mm. 

for film reel with sound, not color 


Include additional materials if not cataloged separately: 


Example: 3 sound cassettes: analog, 4 track, mono, 2 % x 
4in. +1 
booklet 


Example: 1 VHS videocassette (20 min.) : sd., col. ; 1/2 in. 
+1 
booklet 
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Objects Catalog—enter dimensions in inches (h x w x d) 
and additional details as needed in Dimension Details field. 
There is a count field for number of items associated with 
the object i.d. There is a separate field for Material, which 
has an authority field. Enter materials separated by commas 
(not forward slashes) for one object; divide materials of one 
object from another with semicolon if included in one catalog 
record. 


Example: Silver, Wood one item described in 
Material field 
Silver, Wood; Glass 


Photos Catalog—select from authority file or add 
dimensions, if needed, in inches (h x_w). Use separate 
Medium field with authority file in this catalog for materials 
description: 


Examples: Photographic Paper for standard photographic 
print 


Cardstock, Photographic Paper forcarte de 
visite 


moa moa 


Enter “black-and-white,” “color, 


field. 


sepia,” etc., in Description 


If a collection of photos is being cataloged in one record 
only, the number of photos should be listed in the 
Description field. 


Archives Catalog—use the appropriate Archives Catalog 
screen for the type of archival material being cataloged. 
Consult DACS for form of entry. Each screen view in the 
Archives Catalog (History, Map, Music, Oral History) has its 
own fields for extent, measurement, etc. (Talking Books 
should be entered in the Library Catalog, not in the Archives 
Catalog, but recorded music would be entered in the Music 
screen of the Archives Catalog.) In Extent field of archives 


Updated 2/9/2024 


screen, include a measurement in cubic feet only if the 
extent equals 1 or more cubic feet. See 
measurement/conversion chart on next page. 

Spell out terms, except v. (for volume) and p. (for pages). 


Examples (Archives): 10 folders 

2 boxes (2 cubic feet), including 15 
photographs 

approximately 20 receipts 

1 v. (250 p.) a bound volume of 
minutes 


Example (Map screen): 1 number of sheets entered in No. 
Sheets field 


Example (Oral History screen): 1 media quantity field; 
Recording 
Media and Length of 
Interview 
fields are also available 
in this 
screen 


If documents are in a half box (10 x 15 x 6), may list number 
of folders or pages contained in the half box, if known. 
Otherwise, list as: 1 half box. 


Archives Cubic Feet Storage Conversion Table: 


1 box (records storage box, 10H x 15W x 12D in.) = 1 cubic foot 

1 half box (half-size records storage box, 10H x 15 W x 6D in.) = .50 cubic 
foot 

1 document case (hinged legal size; 10.25 x 15.25 x 5) = .45 cubic foot 

1 half-document case (hinged legal size; 10.25 x 15.25 x 2.5) = .22 cubic foot 


Additionally if needed: 


- One letter-size file drawer = 1.5 cubic feet 
- One legal-size file drawer = 2 cubic feet 
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- One lateral file drawer (36” wide) = 2 cubic feet 
- One lateral file drawer (42” wide) = 2.5 cubic feet 


Catalog Screen 
Subjects/Search Terms/People 


Subjects: All catalog records must have at lease one 
subject entered. Select from the catalog authority file. Each 
subject is on its own line. The first word and proper nouns 
are capitalized. Consult the Library of Congress Authorities 
file if needed; but, in the museum catalog, subheadings are 
entered on separate lines, locations may be added as an 
extension with dashes. 

Example: Maps 

United States 


Example: Biography 
Braille, Louis, 1809-1852 


Example: Blind children 
Games 


Example: Blind not: Blind—Education-- 
Reading 
Education -- Massachusetts 
Reading 


Search Terms: Local subject headings may be included. 
Choose from the catalog authority file. 
Examples: American Printing House for the Blind not APH 

alone 

Kentucky School for the Blind not KSB alone 

APH employees 

APH building 
If the search term for a corporate entity has an abbreviated form 
with another word (APH employees, for example), be sure that the 
full form of the corporate name also appears in the search term 
list. In above examples, “APH building” can be the selected 
search term, but also need “American Printing House for the 
Blind” as a search term. 
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Don’t add search terms to the authority list without checking with 
Director/Cataloger first. 


***\We need to clean up our search term list. 


Subjects/Search terms not on lists: Some subjects are 
not on the subject but are still valid. Follow the formats for 
subjects when entering (plural form and capitalize first word 
and proper names only). Library of Congress Authorities file 
may be consulted. 

Example: lowa Commission for the Blind 


Check the catalog’s “People” and “Search Term” authority 
files first. 


For languages that may not be in the catalog’s Subject 
authority file, enter the name of the language, but do not 
include the word “language.” Example: Polish 


Parenthetical information in search term list: When 
selecting subjects that have parenthetical information that is 
not part of the subject, but clearly a note to help the 
cataloger, remove the parenthetical information after adding 
it to the catalog record. 

Example: Braille books (books about braille not in 
braille) 

Use only “Braille books” in the subject 

field. 


Fiction: 
The museum catalog uses “Recreational reading” as the 
subject term for “fiction.” 


People: people mentioned as subjects in archival materials 
or in published materials should be listed in the People field. 
Select names from catalog’s authority file. For names not 
already in the file, check LC Authorities, if needed. List last 
name, first name, middle initial (if needed). For people who 
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are significant in the blindness field or of historic significance 
to APH, a biography can be added (access this capability 
through the People authority file). In education section, list 
year followed by degree and school: 1954 B.A., University of 
Kentucky. Include state (postal abbreviation if needed). 
Enter dates as mm/dd/yyyy in fields where a complete date 
is needed or available (differs from DACS). 


Catalog Screen 
Summary/ Description/Scope and Content 


Description/Summary: Enter anything of a descriptive 
nature that is useful and is not included in other fields. 
Information may be entered in phrases or complete 
sentences. For clarity, separate lines may be needed. Also, 
note at the end of the Description/Summary if there is a 
container list or finding aid available; in the Archives 
Catalog, there is a Finding Aids field (see Conditions of 
Access screen) where this note can be entered. 


Library Catalog (Summary field) — 

Example: Black clothbound boards with gilt-stamped 
lettering; signatures thread stitched and separated with 
cardboard spacers 


Example: Translated from Hebrew. Item is primarily in 
English 
with some parts in Hebrew. 


Example: Recorded for the Library of Congress. 


Example: “Embossed and stereotyped at the 
American 
Printing House for the Blind.” -t.p. 
quoted material from title page 
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Example: Single-sided embossing. 
Example: Interpoint, grade 2. 


Example: v. 27, no. 7 (1934) 
v. 31, nos. 11-12 (1937) 


Example: Narrator: Hall, Jack 
narrators have been listed at the end of descriptions in the 
Summary field, on a separate line, with name in order of /ast, 
first, middle. Select the narrator’s name from the authority 
file in the Narrator custom field. Then copy and paste it into 
the Summary field, at end of Summary notes and ona 
separate line. Put “Narrator:” before the name in the 
Summary field. The name will then be entered in both the 
Narrator custom field and in the Summary field. 
Note: “[narrator]” was used in Summary field prior to 2008. 


Objects Catalog (Description field) — 
Example: Braille writer has black finish and weighs 15 


pounds. The carrying case serves as its 
base. 


Example: Gold anodized slate with 2 lines of 24 cells. 


Photo Catalog (Description field) — 
Example: Head-and-shoulders photograph. 
Black-and-white. 


Example: Color photograph of building exterior. 
Children 
playing on lawn in foreground. 


Example: Photographs of APH building arranged 
chronologically. Finding list available 
electronically 
and in accession file. 
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Example: Finding list is available. Filed in first folder. 
Copy in 
accession file. 


Archives Catalog (Scope and Content/Abstract) — 
Archives Catalog records need to provide detailed 
information about the contents. The information in the 
Scope/Content field of the Archives Catalog should help a 
researcher in deciding the relevance of materials for his/her 
needs. Consult DACS. 


Example: Files are organized by topic. They 
document promotional activities for products and services. 
Included are lists of presentations and business trips made 
by APH employees (primarily Advisory Services, Educational 
Research, and Administration staff), some descriptive travel 
reports, Marketing Team memoranda and minutes, APH ads 
and fundraising promotional materials, an Editorial 
Department Report (1983/84), information about the APH 
Display Room, the Century Series Braille Book Club, and the 
2002 tour of APH by Mrs. Toyoda. 


Note that there is an administrative/biographical section in 
Archives which allows for information that places the 
material in its historical context. 


Also there Is a Finding Aids field in Archives for entering 
information about a container list (in database) or a finding 
list (in a Word file or in accession file in hard copy; not in 
database). Don’t put this information in the Description field. 


Object name for a catalog record describing a collection of 
files for a record group: File, Document. 


Catalog Screen 
Provenance/Archival History 
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Provenance/Archival History—Provide information about 
the ownership and transfer(s) of the item/collection being 
cataloged. Include names and dates if possible. Enter a 
statement to indicate that nothing is Known about the 
provenance, if applicable. There is a Provenance field in the 
Library, Objects, and Photos catalogs. 

In Objects, any information that places the object in its 
historical context should also be entered in this field. In the 
Archives Catalog, transfer-of-ownership information goes in 
the Archival History field and information about the creator 
and the historical context goes into the 
Administrative/Biographical History field. 


Catalog Screen 
Multi-Level Linking 


Multi-Level Linking: the Archives Catalog offers multi-level 
linking, if needed. 

Use the different levels (fonds/collection, series, folders, 
items) if the archival record would be easier to understand 
with a parent and subordinate records. In multi-level linking, 
there must always be a fonds/collection level record. The 
next level may be series, folder, or item depending on the 


Updated 2/9/2024 


nature of the archival records. Note: the creator may be the 
same at all levels; if so, the creator only needs to be 
identified at the highest level in the Creator field and then 
listed in the name portion of the title field at the subordinate 
level(s). If the creator is different at the subordinate level(s) 
from the creator in the fonds/collection level, enter the 
immediate creator for the correct level (don’t repeat the 
parent creator at the subordinate level). Consult PastPerfect 
and DACS. 


Notes: 
School Reports Collection - deleted from 
PastPerfect catalog 8/3/2009. 


Miscellaneous 


Maps - Enter in Archives Catalog if published or unpublished 
and embossed, but not 3-dimensional. Enter in Objects 
Catalog if 3-dimensional (e.g., wood maps). 
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Videos - Enter in Library Catalog those videos that are 
published, including APH videos for employee use (e.g., APH 
safety videos). Enter in Archives Catalog those videos that 
are not published (e.g., recording of an event). 


Photographs - In general description, finishes can be 
described as: glossy, matte (no reflection), low gloss 
(luster/pearl, some texture In paper), and semi-matte (no 
texture, almost no reflection) 


